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. -- ~ 

-~ - 
~ w d  f i l e  arrangement),_- - 



7' r".. k 
_c_ 
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eeiu.n I f  ...we. 1. -rrS.- eIe..r -.pI.Im 

13. Is t h i s  t he  Record Copy of t he  series? 

14. Is there  a duplication of tpis s e r i e s  i n  another off ice  or agency? 

15. Is the information contained i n  t h i s  s e r i e s  ever s m a r i z e d  o r  published? 
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I 1  [ d  
Attach copy of sumary o r  publication. 

16. Does the ser ies  contain c lass i f ied  informatiqn requiring securi ty  handling? - -  - [  ] [ 4 
17. Does the se r i e s  i n i t i a t e ,  mend or  terminate agency policies and procedures? I 1x1 

[XI I 

19. [ 1 [XI 

23. Does the record se r i e s  provide data as input t o  an EDP f i l e ?  [ I [XI 

21. Does the record se r i e s  contain documentation produced as EDP printout? [ 1 1x1 
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18. Could t h e  f k c t i o n  be performed i f  t he  f i l e s  were l o s t  o r  destroyed? 

Is the  ser ies  (o r  major portion of i t )  regularly microfilmed? If yes,  h y ?  

22. H a s  the  Federal Government issued instructions governing the retention/dispo- . [ ] [xi 
s i t i o n  . .  ofwthese ~~ . f i l e s ?  ~ - . ~, 

Wil1,there be a need for  these records 10, 1 5  years from now? If  yes, what? 
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2L. -REQUIREMNTS.  ' The following requires the f i l e s  t o  be kept ~ 
~~ 2 years : 

.. . .~ .,: 
a. [ ]STATE b. []STATUTE OF c; [ IAVCIT ~ d .  I ]F&EFAL e .  [$fimINISTRATIVE f .  []HISTORICAL 

LAW LIMITATION PERIOD L A W  DECISION VALUE -- 
(Cite L m ,  S t a t u t e ,  or other reason fi>r the r e t e n t i o n  requ i rement )  

25. AGENCY RECOMENDATIONS. This agency recomends that  the f i l e  se r ies  be cut off a t  the end 
of each 4 1 C A L E N D A R  YEAR -[]FISCAL YEILS -[ ]OTHER .then : 

] Hold i n  the current f i l e s  area month(s)/ 2 year (s ) :  
1 Transfer t o  [ 1 State  &cords Center [ 1 Local Holding Area; hold year (s ) :  
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- - - - .  ] Transfer to State &chives for  permanent retention. 
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d - .  i~ [ 1 Other: (Specify) 
4 - _ _  ] Destroy irrmediately after cut-off. 
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i n  paragraph 2 
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